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INTRODUCTION

A.

Purpose

The County of San Bernardino Human Services System’s (HSS), Transitional
Assistance Department (TAD) and Department of Children’s Services (DCS), hereafter
referred to as the “County”, are seeking proposals from interested and qualified
organizations and firms to obtain vital records, such as birth certificates for County
clients, under a fixed rate contract for a one-year period beginning July 1, 2004, through
June 30, 2005. The County may, but is not obligated to, extend awarded contract(s)
for up to two additional one-year periods contingent on the availability of funds and
Contractor performance. An amount not to exceed $110,000 has been allocated for
these services for July 1, 2004, through June 30, 2005. The number of awards will be
determined by the quality of the proposals received.

Minimum Proposer Requirements
Proposers must:

1. have no record of unsatisfactory performance. Contractors who are or have
been seriously deficient in current or recent contract performance, in the
absence of circumstances properly beyond the control of the Contractor, shall be
presumed to be unable to meet this requirement.

2. have the ability to maintain adequate files and records and meet statistical
reporting requirements.

3. have the administrative and fiscal capability to provide and manage the
proposed services and to ensure an adequate audit trail.

4. meet other presentation and participation requirements listed in this RFP.
Proposal Conference

A proposal conference will be held at San Bernardino County Human Services System,
Contracts Unit office, 150 South Lena Road, San Bernardino, at 1:30 p.m. on
Wednesday, March 10, 2004. Attendance at the conference is not mandatory,
however, Proposers are strongly encouraged to attend.

Correspondence
All correspondence, including proposals, are to be submitted to:

County of San Bernardino

Human Services System

ATTN: HSS Contracts Unit (RFP HSS 03-17)
150 South Lena Road

San Bernardino, CA 92415-0515

Kelly Oveson, (909) 388-0214, koveson@hss.sbcounty.gov
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During the proposal and evaluation process, the individual identified in this section is
the sole contact point for any inquiries or information relating to this RFP. Only if
authorized by the County’s contact, may other County Staff provide information. Any
violation of this procedure may be grounds for disqualification of the Proposer. It is
the responsibility of the Proposer to ensure that the RFP responses arrive in a timely
manner.

Proposal Submission Deadline

All proposals must be received at the address listed above no later than 4:00 p.m.
on Wednesday, April 7, 2004. Facsimile or electronically transmitted proposals will
not be accepted since they do not contain original signatures. Postmarks will not be
accepted in lieu of actual receipt. Late proposals will not be considered.

PROCUREMENT TIMELINE

A.

® Mmoo W

Proposal Conference 1:30 p.m. on Wednesday,
March 10, 2004

Deadline for submission of questions Wednesday, March 24, 2004

Deadline for proposals Wednesday, April 7, 2004

Tentative date for Mailing Award/Denial Letters  Thursday, April 22, 2004

Tentative Deadline for protests Thursday, May 6, 2004
Tentative date for awarding of Contract(s) Tuesday, June 8, 2004
Tentative Start Date for Contract(s) Thursday, July 1, 2004

PROPOSAL CONDITIONS

A.

Contingencies

Funding for this program is contingent on State and Federal funding. This Request for
Proposal (RFP) does not commit the County to award a Contract. The County realizes
that conditions other than cost are important and will award a contract based on the
proposal that best meets the needs of the County.

The County reserves the right to accept or reject any or all proposals if the County
determines it is in the best interest of the County to do so. The County will notify all
Proposers, in writing, if the County rejects all proposals.

Modifications

The County has the right to issue addenda or amendments to this RFP. The County
also reserves the right to terminate this procurement process at any time.

Proposal Submission

To be considered, all proposals must be submitted in the manner set forth in this
proposal. It is the Proposer’s responsibility to ensure that its proposal arrives on
or before the specified time. All proposals and materials submitted become the
property of the County.
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D.

Inaccuracies or Misrepresentations

If in the course of the RFP process or in the administration of a resulting contract, the
County determines that the Proposer has made a material misstatement or
misrepresentation or that materially inaccurate information has been provided to the
County, the Proposer may be terminated from the RFP process or in the event a
contract has been awarded, the contract may be immediately terminated.

In the event of a termination under this provision, the County is entitled to pursue any
available legal remedies.

Incurred Costs

This RFP does not commit the County to pay any costs incurred in the preparation of a
proposal in response to this request and Proposer agrees that all costs incurred in
developing this proposal are the Proposer’s responsibility.

Negotiations

The County may require the potential Contractor(s) selected to participate in
negotiations, and to submit revisions to pricing, technical information, and/or other items
from their proposal(s) as may result from these negotiations.

Level of Service

For any Contract awarded as a result of the RFP, no minimum or maximum number of
vital record requests can be guaranteed by the County.

V. PROGRAM REQUIREMENTS

A.

Definitions
1. Agency - Any organization that provides vital records to the Vendor.

2. Case Number - A number used to identify the program type of a Transitional
Assistance Department (TAD) or Department of Children’s Services (DCS) case.

3. Certified Record - Birth, or Death Certificates certified by the issuing agent to be
valid certificates provided to authorized recipients for purposes of establishing
identity.

4. Completed Request - A request for which contractor has obtained and
provided records as requested by HSS.

5. DCS Form 623 - Department of Children’s Services (DCS) Request for
Birth/Death Record Information, completed by DCS staff requesting vital
records from Contractor.

6. Department of Children’s Services (DCS) - Administers programs designed to
protect endangered children, preserve and strengthen their families, and
develop alternative family settings. Services, as mandated by law and
regulation, will be provided in the least intrusive manner with a family centered
focus in San Bernardino County.

7. District Office Number - A number used to identify a specific location of a
Transitional Assistance Department (TAD) or Department of Children’s
Services (DCS) district office.
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8.

10.

11.

12.

13.

14.

File Number - A number used to identify the Eligibility Worker or Social Worker

making the request for the vital record.
HSS Form 623 - Human Services System Authorization to Request for

Birth/Death Record Information, completed by HSS staff requesting vital
records from Contractor.

Human Services Systems (HSS) - A system of integrated services, where the

programs and resources of ten County departments come together to provide
a rich, more complete array of services to the citizens of San Bernardino
County under one coordinated effort.

Informational Record - Birth or Death Certificates that are used to provide
information only about the person named on the certificate. These records are
marked “INFORMATIONAL, NOT A VALID DOCUMENT TO ESTABLISH
IDENTITY”.

Request for Proposal (REP) - The document used to solicit a solution or solutions
from potential contractors to a specific problem or need. Although price is
important, originality and effectiveness of the proposal, and the background and
experience of the Proposer, are evaluated in addition to the proposed price.

Transitional Assistance Department (TAD) - Administers the financial support
systems that assist needy families with basic living expenses.

Vital Records - Birth Certificates; Death Certificates; Marriage Licenses; and
Divorce Decrees. These records may be Informational Only or Certified
Copies as requested by the County.

B. Reference Documents

The Human Services System has copies of the following materials available for review:

1.
2.

© ©® N o g &

11.
12.

Welfare and Institutions Code Sections 827, 10000, and 10850

California Department of Social Services (CDSS) Manual of Policies and
Procedures (MPP) 19-000, 21-000, and 23-600

Public Law 103-227, Part C - Environmental Tobacco Smoke, also known as the
Pro-Children Act of 1994

Section 306 of the Clean Air Act (42 USC 1857 h)

Section 508 of the Clean Water Act (33 USC 1368)

Environmental Protection Agency regulations (40 CFR, Part 15)

State Energy Conservation Plan (Title 20, California Code of Regulations)
San Bernardino County Policy (11-10) - Recycled products

Americans with Disabilities Act

Executive Orders 11246, as amended by Executive Order 11375, 11625,
11738, 12138, 12432, 12250

Title VIl of the Civil Rights Act of 1964
SB (Senate Bill) 1614, Chapter 712, Public Records: Vital Statistics
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13.  AB (Assembly Bill) 1719, Chapter 6, Public Records
14.  Office of Management and Budget Circulars

Copies of these materials are available for review by appointment only, Monday through
Thursday from 8:00 a.m. to 4:00 p.m. at the Human Services System Contracts Unit
office.

C. Background

Current State legislation requires counties to assist California Work Opportunity and
Responsibility to Kids (CalWORKS) applicants and recipients in obtaining vital records
when the client is unable to obtain the records on their own. For example, counties
must assist CalWORKSs applicants in obtaining birth certificates for verification of their
children’s ages and to meet eligibility determination requirements. DCS requires birth
certificates in order to establish paternity, enroll Foster Care children in public school,
establish identity for purposes of adoption, and verify age of children who are old
enough to leave the foster care system. Since 1991, the County of San Bernardino has
contracted with outside agencies that can provide these services faster and at a lower
cost than the County.

D. Program Description

1. Program Objective - To satisfy state legislation and regulations, the San
Bernardino County Human Services System’s, the Transitional Assistance
Department and Department of Children’s Services, desire to contract with an
organization that can obtain vital records for the County’s clients in an efficient
and cost effective manner. The organization that is awarded this contract will
coordinate these services with County caseworkers, social workers, and clerical
staff according to procedures defined in the contract.

2. Program Requirements - Organizations that submit proposals pursuant to RFP
specifications and are awarded a contract shall agree to:

a.  Accept each request (DCS/HSS Form #623) sent by County.

b. Obtain vital records as requested on DCS/HSS Form #623 at standard
government rates, from the appropriate County or State Vital Statistics
Agency. Request may be sent, under Contractor's letterhead, identifying
Contractor as acting as County's agent in the procurement of vital
records.

C. Return to requesting DCS/HSS District, within two (2) business days of
receipt, all requests rejected due to discrepancies, along with reason for
rejection.

d. Return Vital Records requests for same Certificate Name, same
Certificate Date and same type of record, (Informational Copy, Certified
Copy) as Duplicate Records request to requesting DCS/HSS District.
Provide date of first request and first requestor information on rejection
notice.
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e.

Send vital records request to appropriate Vital Records Agency within
two (2) business days of receipt of DCS/HSS Form #623.

Forward a No Record Notice to proper DCS/HSS District, within two (2)
business days of receipt, if request for records results in a response that
no record is available from Vital Records Agency contacted. The notice
will list the case number, search name, the date received for processing,
and the date returned from the Vital Records Agency for each No Record
response.

Send a second request letter to the Vital Records Agency and a second
request notice to requesting DCS/HSS District if request for records
results in an insufficient response (i.e. a verification/certification is not
received and there is no reasonable explanation).

Generate and send to requesting DCS/HSS District an Information
Request Memo along with the Information Request from the Vital
Records Agency, if Vital Records Agency requests additional information.

Forward the records received, along with the appropriate transmittal (in a
format approved by County) to the requesting DCS/HSS District within
two (2) business days of Contractor's receipt of vital records.

Contact Vital Records Agency in writing within three (3) business days if
Vital Records Agency does not respond within sixty (60) calendar days.

If a response is received after sixty (60) days from the original request,
Contractor will forward the response to requesting DCS/HSS District.

Pay all postage fees, salaries, employee benefits, supplies and all other
contractor business costs.

Provide monthly invoices to County within thirty (30) business days after
the end of each month serviced supported by the following
documentation, to be presented in a format approved by County:

1) Monthly reports with the rumber of vital record requests that are
completed, pending, rejected, and duplicated containing the
following information:

File Number; State Case Number; Case Name; Person
Searched; Date request received; Date request
completed or returned; Type of record provided i.e.,
Certified or Informational, No record, and reason if
rejected

Sorted by five (5) digits File Number

Itemized fee amount for each record, number of records
and total fee amount listed on each page

Total reimbursement amount claimed and total number
of records on the last page

Total requests completed summarized by DCS/HSS
District Number
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Reconciliation of monthly activity of completed and
rejected records by: San Bernardino County; Other
Counties; Other States; Foreign

2) Other Reports as requested by the County.

V. CONTRACT REQUIREMENTS

A.

General

The organization(s) selected maybe required to agree to the terms contained below.
If the proposer has any objections, these objections must be addressed in the RFP
response to the County or the objections will be deemed to have been waived.

1. Representation of the County

In the performance of the Contract, Contractor, its agents and employees, shall
act in an independent capacity and not as officers, employees, or agents of
County of San Bernardino.

2. Contractor Primary Contact

The Contractor will designate an individual to serve as the primary point of
contact for the Contract. Contractor shall notify HSS when the primary contact
will be unavailable/out of the office for one (1) or more workdays. Contractor or
designee must respond to County inquiries within two (2) County business days.

Contractor or designee must be able to receive and respond to County staff via
e-mail messages.

3. Change of Address

Contractor shall notify the County in writing of any change in mailing address
within ten (10) days of the address change.

4. Contract Assignability

Without the prior written consent of the County, the Contract is not assignable by
Contractor either in whole or in part.

5. Subcontracting

Contractor agrees not to enter into any subcontracting agreements for work
contemplated under the Contract without first obtaining written approval from the
San Bernardino County Human Services System. Any subcontractor shall be
subject to the same provisions as Contractor. Contractor shall be fully
responsible for the performance of any subcontractor.

6. Contract Amendments

Contractor agrees any alterations, variations, modifications, or waivers of
provisions of the Contract shall be valid only when they have been reduced to
writing, duly signed and attached to the original of the Contract and approved by
the required persons and organizations.
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7.

Copyright

County shall have a royalty-free, non-exclusive and irrevocable license to
publish, disclose, copy, translate, and otherwise use, copyright or patent, now
and hereatfter, all reports, studies, information, data, statistics, forms, designs,
plans, procedures, systems, and any other materials or properties developed
under this Contract including those covered by copyright, and reserves the right
to authorize others to use or reproduce such material. All such materials
developed under the terms of this Contract shall acknowledge San Bernardino
County Human Services System as the funding agency and Contractor as the
creator of the publication. No such materials or properties produced in whole or
in part under this Contract shall be subject to private use, copyright or patent
right by Contractor in the United States or in any other country without the
express written consent of County. Copies of all educational and training
materials, curricula, audio/visual aids, printed material, and periodicals,
assembled pursuant to this Contract must be filed with County prior to
publication. Contractor shall receive witten permission from County prior to
publication of said training materials.

Attorney Fees

Contractor agrees to bear its own attorneys' fees and costs regardless of who
prevails in the event of a contractual dispute and not charge such fees as an
expense under this Contract.

Conflict of Interest

Contractor shall make all reasonable efforts to ensure that no conflict of interest
exists between its officers, employees, or subcontractors and the County.
Contractor shall make a reasonable effort to prevent employees, consultants, or
members of governing bodies from using their positions for purposes that are, or
give the appearance of being, motivated by a desire for private gain for
themselves or others such as those with whom they have family, business, or
other ties.

Officers, employees, and agents of cities, counties, districts, and other local
agencies are subject to applicable conflict of interest codes and State law,
including Section 23-602 (Code of Conduct) of Chapter 23-600 of the CDSS
Manual of Policies and Procedures. In the event that County determines that a
conflict of interest situation exists, any increase in costs associated with the
conflict of interest situation may be disallowed by County and such conflict may
constitute grounds for termination of the Agreement.

This provision shall not be construed to prohibit employment of persons with
whom Contractor's officers, employees, or agents have family, business, or other
ties so long as the employment of such persons does not result in increased
costs over those associated with the employment of any other equally qualified
applicant.
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10.

11.

12.

13.

Confidentiality

Contractor shall require its officers, agents, employees, volunteers and any
subcontractor to comply with the provisions of Section 10850 and 827 of the
Welfare and Institutions (W & I) Code and Division 19-000 of the Department of
Social Services Manual of Policies and Procedures to assure that:

a. All applications and records concerning any individual made or kept by
any public officer or agency or contractor in connection with the
administration of any provision of the W & | Code relating to any forms of
public social services for which funds are received by the Contractor
under this Contract, will be confidential and will not be open to
examination for any purpose not directly connected with the
administration, performance, compliance, monitoring or auditing of such
services.

b. No person will publish or disclose, or use or permit, or cause to be
published or disclosed or used, any confidential information pertaining to
any applicant or recipient of services under this Contract.

C. Contractor agrees to inform all subcontractors, consultants, employees,
agents, and partners of the above provisions and that any person
knowingly and/or intentionally violating the provisions of this article is
guilty of a misdemeanor.

Records

Contractor shall maintain all records and management books pertaining to local
service delivery, demonstrate accountability for contract performance, and
maintain all fiscal, statistical, and management books and records pertaining to
the program. Said records shall be kept and maintained within the County of
San Bernardino.

Records, should include, but are not limited to monthly summary sheets, sign-in
sheets, and other primary source documents. Fiscal records shall be kept in
accordance with Generally Accepted Accounting Principles and must account for
all funds, tangible assets, revenue and expenditures. Fiscal records must also
comply with the appropriate Office of Management and Budget (OMB) Circulars,
which state the administrative requirements, cost principles and other standards
for accountancy.

All records shall be complete and current and comply with all Contract
requirements. Failure to maintain acceptable records per the preceding
requirements shall be considered grounds for withholding of payments for
billings submitted and for termination of the Contract.

Invoices

Contractor will provide County monthly invoices within thirty (30) days following
the service month.

Licenses and Permits

Contractor will ensure that it has all necessary licenses and permits required by
the laws of the United States, State of California, County and all other
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appropriate governmental agencies, and agrees to maintain these licenses and
permits in effect for the duration of this Contract. Contractor will notify County
immediately of loss or suspension of any such licenses and permits.

14.  Health and Safety
Contractor shall comply with all applicable local health and safety clearances,
including fire clearances, for each site where program services are provided
under the terms of the Contract.

15.  Pro-Children Act of 1994
Contractor will comply with Public Law 103-227, Part C - Environmental Tobacco
Smoke, also known as the Pro-Children Act of 1994.

16.  Environmental Regulations
EPA Regulations - If the amount available to Contractor under the Contract
exceeds $100,000, Contractor will agree to comply with Section 306 of the Clean
Air Act (42 USC 1857 h), Section 508 of the Clean Water Act (33 USC 1368),
Executive Order 11738 and Environmental Protection Agency regulations (40
CFR, Part 15).
State Energy Conservation Clause - Contractor shall observe the mandatory
standards and policies relating to energy efficiency in the State Energy
Conservation Plan (Title 20, Division 2, Chapter 4, California Code of
Regulations).

17. Recycled Paper Products
The County has adopted a recycled product purchasing standards policy (11-
10), which requires contractors to use recycled paper for proposals and for
any printed or photocopied material created as a result of a contract with the
County. The policy also requires Contractors to use both sides of the paper
sheets for reports submitted to the County whenever practicable.

18.  Americans with Disabilities Act
Contractor shall comply with all applicable provisions of the Americans with
Disabilities Act (ADA).

19.  Public Accessibility
Contractor shall ensure that services provided are accessible by public
transportation.

20.  Notification
In the event of a problem or potential problem that will impact the quality or
guantity of work or the level of performance under this Contract, notification will
be made within one working day, in writing and by telephone to the County.

B. Indemnification and Insurance Requirements
1. Indemnification

The Contractor agrees to indemnify, defend and hold harmless the County and
its authorized officers, employees, agents and volunteers from any and all
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claims, actions, losses, damages, and/or liability arising from Contractor’s
acts, errors or omissions of any person and for any costs or expenses incurred
by the County on account of any claim therefore, except where such
indemnification is prohibited by law.

2. Insurance

Without in any way affecting the indemnity herein provided and in addition
thereto, the Contractor shall secure and maintain throughout the Contract the
following types of insurance with limits as shown:

a. Workers' Compensation - A program of Workers' Compensation
insurance or a State-approved Self-Insurance Program in an amount
and form to meet all applicable requirements of the Labor Code of the
State of California, including Employer's Liability with $250,000 limits,
covering all persons providing services on behalf of the Contractor and
all risks to such persons under this Agreement.

If Contractor has no employees, it may certify or warrant to County that it
does not currently have any employees or individuals who are defined as
“employees” under the Labor Code and the requirement for Workers’
Compensation coverage will be waived by the County’s Risk Manager.

With respect to Contractors that are non-profit corporations organized
under California or Federal law, volunteers for such entities are required
to be covered by Workers’ Compensation insurance. If the County’s Risk
Manager determines that there is no reasonably priced coverage for
volunteers, evidence of participation in a volunteer insurance program
may be substituted.

b. Comprehensive General and Automobile Liability Insurance - This
coverage to include contractual coverage and automobile liability
coverage for owned, hired and non-owned vehicles. The policy shall
have combined single limits for bodily injury and property damage of not
less than one million dollars ($1,000,000).

C. Errors and Omission Liability Insurance — Combined single limits of
$1,000,000 and $3,000,000 in the aggregate or

Professional Liability — Professional liability insurance with limits of at
least $1,000,000 per claim or occurrence.

3. Additional Named Insured

All policies, except for the Workers' Compensation, Errors and Omissions and
Professional Liability policies, shall contain additional endorsements naming
the County and its officers, employees, agents and volunteers as additional
named insured with respect to liabilities arising out of the performance of
services hereunder.
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4.

Waiver of Subrogation Rights

Except for the Errors and Omissions Liability and Professional Liability,
Contractor shall require the carriers of the above required coverages to waive
all rights of subrogation against the County, its officers, employees, agents,
volunteers, contractors and subcontractors.

Policies Primary and Non-Contributory

All policies required above are to be primary and non-contributory with any
insurance or self-insurance programs carried or administered by the County.

Proof of Coverage

Contractor shall immediately furnish certificates of insurance to the County
Department administering the Contract evidencing the insurance coverage,
including endorsements, above required prior to the commencement of
performance of services hereunder, which certificates shall provide that such
insurance shall not be terminated or expire without thirty (30) days written
notice to the Department, and Contractor shall maintain such insurance from
the time Contractor commences performance of services hereunder until the
completion of such services. Within sixty (60) days of the commencement of
this Agreement, the Contractor shall furnish certified copies of the policies and
all endorsements.

Insurance Review

The above insurance requirements are subject to periodic review by the
County. The County's Risk Manager is authorized, but not required, to reduce
or waive any of the above insurance requirements whenever the Risk
Manager determines that any of the above insurance is not available, is
unreasonably priced, or is not needed to protect the interests of the County. In
addition, if the Risk Manager determines that heretofore unreasonably priced
or unavailable types of insurance coverage or coverage limits become
reasonably priced or available, the Risk Manager is authorized, but not
required, to change the above insurance requirements, to require additional
types of insurance coverage or higher coverage limits, provided that any such
change is reasonable in light of past claims against the County, inflation, or
any other item reasonably related to the County's risk.

Any such reduction or waiver for the entire term of the Agreement and any
change requiring additional types of insurance coverage or higher coverage
limits must be made by amendment to this Agreement. Contractor agrees to
execute any such amendment within thirty (30) days of receipt.

C. Right to Monitor and Audit

1.

Right to Monitor

County or any subdivision or appointee thereof, and the State of California or
any subdivision or appointee thereof, including the Auditor General, shall have
absolute right to review and audit all records, books, papers, documents,
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corporate minutes, and other pertinent items as requested, and shall have
absolute right to monitor the performance of Contractor in the delivery of
services provided under this Agreement. Full cooperation shall be given by
Contractor in any auditing or monitoring conducted.

Contractor shall cooperate with County in the implementation, monitoring and
evaluation of this agreement and comply with any and all reporting requirements
established by County.

Availability of Records

All records pertaining to service delivery and all fiscal, statistical and
management books and records shall be available for examination and audit by
County, Federal and State representatives for a period of three years after final
payment under the Contract or until all pending County, State and Federal audits
are completed, whichever is later. Program data shall be retained locally (in the
County) and made available upon request or turned over to County. If said
records are not made available at the scheduled monitoring visit, Contractor
may, at County's option, be required to reimburse County for expenses incurred
due to required rescheduling of monitoring visit(s). Such reimbursement will not
exceed $50 per hour (including travel time) and be deducted from the following
month's claim for reimbursement.

Records of the Contractor, which do not pertain to the program, shall not be
subject to audit unless provided for in another agreement.

Assistance by Contractor

Contractor shall provide all reasonable facilities and assistance for the safety
and convenience of County's representatives in the performance of their duties.
All inspections and evaluations shall be performed in such a manner as will not
unduly delay the work of the Contractor.

Independent Audit Provisions

Contractor will hire a licensed Certified Public Accountant (CPA), approved by
County, who shall prepare and file with County, within 60 days after the
termination of the Contract, a certified fiscal audit of related expenditures during
the term of the Contract and a program compliance audit.

VI. EQUAL EMPLOYMENT OPPORTUNITY/CIVIL RIGHTS

A.

Equal Employment Opportunity Program

Contractor agrees to comply with the provisions of the Equal Employment
Opportunity Program of the County of San Bernardino and rules and regulations
adopted pursuant thereto: Executive Order 11246, as amended by Executive Order
11375, 11625, 12138, 12432, 12250, Title VII of the Civil Rights Act of 1964 (and
Division 21 of the California Department of Social Services Manual of Policies and
Procedures and California Welfare and Institutions Code, Section 10000), the
California Fair Employment and Housing Act, and other applicable Federal, State,
and County laws, regulations and policies relating to equal employment or social
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VII.

VIII.

services to welfare recipients, including laws and regulations hereafter enacted.

The contractor shall not unlawfully discriminate against any employee, applicant for
employment, or service recipient on the basis of race, color, national origin or
ancestry, religion, sex, marital status, age, political affiliation or disability. Information
on the above rules and regulations may be obtained from HSS Contracts Unit.

B. Civil Rights Compliance

The contractor shall develop and maintain internal policies and procedures to assure
compliance with each factor outlined by state regulation. These policies must be
developed into a Civil Rights Plan, which is to be on file with HSS Contracts Unit
within 30 days of awarding of the contract. The Plan must address prohibition of
discriminatory practices, accessibility, language services, staff development and
training, dissemination of information, complaints of discrimination, compliance
review, and duties of the Civil Rights Liaison. Upon request, HSS will supply a
sample of the Plan format. The contractor will be monitored by HSS for compliance
with provisions of its Civil Rights Plan.

FORMER COUNTY OFFICIALS

Provide information on former County of San Bernardino administrative officials (as defined
below) who are employed by or represent your business. The information provided must
include a list of former County administrative officials who terminated County employment
within the last five years and who are now officers, principals, partners, associates or
members of the business. Should also include the employment and/or representative
capacity and the dates these individuals began employment with or representation of your
business. For purposes of this section, “County administrative official” is defined as a
member of the Board of Supervisors or such officer’s staff, County Administrative Officer or
member of such officer’s staff, County department or group head, assistant department or
group head, or any employee in the Exempt Group, Management Unit or Safety
Management Unit.

Failure to provide this information may result in the response to the request for proposal
being deemed non-responsive.

IMPROPER CONSIDERATION

Applicant shall not offer (either directly or through an intermediary) any improper consideration
such as, but not limited to, cash, discounts, service, the provision of travel or entertainment, or
any items of value to any officer, employee or agent of the County in an attempt to secure
favorable treatment regarding this RFP.

The County, by written notice, may immediately reject any proposal or terminate any Contract
if it determines that any improper consideration as described in the preceding paragraph was
offered to any officer, employee or agent of the County with respect to the proposal and award
process or any solicitation for consideration was not reported. This prohibition shall apply to
any amendment, extension or evaluation process once a Contract has been awarded.

Proposer shall immediately report any attempt by a County officer, employee or agent to solicit
(either directly or through an intermediary) improper consideration from Proposer. The report
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shall be made to the supervisor or manager charged with supervision of the employee or to the
County Administrative Office. In the event of a termination under this provision, the County is
entitled to pursue any available legal remedies.

DISCLOSURE OF CRIMINAL AND CIVIL PROCEEDINGS

The County reserves the right to request the information described herein from the Proposer
selected for contract award. Failure to provide the information may result in a
disqualification from the selection process and no award of contract to the Proposer. The
County also reserves the right to obtain the requested information by way of a background
check performed by an investigative firm. The selected Proposer also may be requested to
provide information to clarify initial responses. Negative information provided or discovered
may result in disqualification from the selection process and no award of contract.

The selected Proposer may be asked to disclose whether the firm or any of its partners,
principals, members, associates or key employees (as that term is defined herein), within
the last ten years, has been indicted on or had charges brought against it or them (if still
pending) or convicted of any crime or offense arising directly or indirectly from the conduct
of the firm’s business, or whether the firm, or any of its partners, principals, members,
associates or key employees, has within the last ten years, been indicted on or had charges
brought against it or them (if still pending) or convicted of any crime or offense involving
financial misconduct or fraud. If the response is affirmative, the Proposer will be asked to
describe any such indictments or charges (and the status thereof), convictions and the
surrounding circumstances in detail.

In addition, the selected Proposer may be asked to disclose whether the firm, or any of its
partners, principals, members, associates or key employees, within the last ten years, has
been the subject of legal proceedings as defined herein arising directly from the provision of
services by the firm or those individuals. “Legal proceedings” means any civil actions filed
in a court of competent jurisdiction, or any matters filed by an administrative or regulatory
body with jurisdiction over the firm or the individuals. If the response is affirmative, the
Proposer will be asked to describe any such legal proceedings (and the status and
disposition thereof) and the surrounding circumstances in detalil.

For the purposes of this provision “key employees” includes any individuals providing direct
service to the County. “Key employees” do not include clerical personnel providing service
at the firm’s offices or locations.

CALIFORNIA PUBLIC RECORDS ACT

All information submitted in the proposal or in response to request for additional information
is subject to disclosure under the provisions of the California Public Records Act,
Government Code Section 6250 and following. Proposals may contain financial or other
data, which constitutes a trade secret. To protect such data from disclosure, Proposer
should specifically identify the pages that contain confidential information by properly
marking the applicable pages and inserting the following notice on the front of its response:
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XI.

NOTICE

The data on pages of this Proposal response, identified by an
asterisk (*) or marked along the margin with a vertical line, contains
information, which are trade secrets. We request that such data be used only
for the evaluation of our response, but understand that disclosure will be
limited to the extent that the County of San Bernardino determines is proper
under federal, state, and local law.

The proprietary or confidential data shall be readily separable from the Proposal in order to
facilitate eventual public inspection of the non-confidential portion of the Proposal.

The County assumes no responsibility for disclosure or use of unmarked data for any
purpose. In the event disclosure of properly marked data is requested, the Proposer will be
advised of the request and may expeditiously submit to the County a detailed statement
indicating the reasons it has for believing that the information is exempt from disclosure
under federal, state and local law. This statement will be used by the County in making its
determination as to whether or not disclosure is proper under federal, state and local law.
The County will exercise care in applying this confidentiality standard but will not be held
liable for any damage or injury, which may result from any disclosure that may occur.

PROPOSAL SUBMISSION
A. General

1. All interested and qualified Proposers are invited to submit a proposal for
consideration. Submission of a proposal indicates that the proposer has read
and understands this entire RFP, to include all appendices, attachments,
exhibits, schedules, and addendum (as applicable) and agrees that all
requirements of this RFP have been satisfied.

2. Proposals must be submitted in the format described in this Section. Proposals
are to be prepared in such a way as to provide a straightforward, concise
description of capabilities to satisfy the requirements of this RFP. Expensive
bindings, colored displays, promotional materials, etc., are not necessary nor
desired. Emphasis should be concentrated on conformance to the RFP
instructions, responsiveness to the RFP requirements, and on completeness and
clarity of content.

3. Proposals must be complete in all respects as required in this section. A
proposal may not be considered if it is conditional or incomplete.

4, Proposals must be received no later than the date and time at the
designated location as specified in Section |, Paragraph E - Proposal
Submission Deadline.

5. All proposals and materials submitted become the property of the County.
B. Proposal Presentation

1. An original, which may be bound, and six (6) unbound copies of the written
proposal are required. The original copy must be clearly marked “Master Copy”.
If one copy of the proposal is not clearly marked “Master Copy”, the proposal
may be rejected. However, the County may at its sole option select, immediately
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after proposal opening, one copy to be used as the Master Copy. If
discrepancies are found between two or more copies of the proposal, the
proposal may be rejected. However, if not rejected, the Master Copy will provide
the basis for resolving such discrepancies.

The package containing the original and copies must be sealed and marked with
the Proposer’'s name and “CONFIDENTIAL - Vital Records Services RFP 03-
17",

All proposals must be submitted on 8 1/2" by 11" recycled paper with double
sided printing, unless specifically shown to be impracticable, with no less than
1/2" top, bottom, left and right margins. Proposals must be typed or prepared
with word processing equipment and double-spaced. Type face must be no
more than 12 characters per inch. Each page, including attachments and
exhibits, must be clearly and consecutively numbered at the bottom center of the

page.

C. Proposal Format

Response to this Request for Proposal must be in the form of a proposal package in
which the content must be submitted in the following sequence and format:

1.

Cover Page - Submit a letter, on letterhead stationary, signed by a duly
authorized officer, employee, or agent of the organization/firm submitting the
proposal, which must include the following information:

a. A statement that the proposal is submitted in response to the Request for
Proposal Vital Records Services, RFP HSS 03-17.
b. A statement indicating which individuals, by name, title, address, and

phone number, are authorized to negotiate with the County on behalf of
the organization/firm.

C. A statement certifying that the undersigned, under penalty of perjury, is an
agent authorized to submit proposals on behalf of the organization/firm.

Table of Contents - A complete table of contents for the entire proposal with
respective page numbers opposite each topic is to be included.

Statement of Certification - Include the following in this section of the proposal:
a. A concise statement of the services proposed.

b. A concise statement of the proposed cost per transaction in obtaining vital
records. If the agency has variable rates for bulk records obtained or for
batches of records obtained these should be listed.

C. A statement that the Proposer will provide the services as described in
the proposal for a one-year period beginning no later than July 1, 2004.

d. A statement that the offer made in the proposal is firm and binding for 120
days from the date the proposal is opened and recorded.

e. A statement that all aspects of the proposal, including cost, have been
determined independently , without consultation with any other
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prospective Proposer or competitor for the purpose of restricting
competition.

A statement that all declarations in the proposal and attachments are
true and that this shall constitute a warranty, the falsity of which shall
entitle the County to pursue any remedy by law.

A statement that the Proposer agrees that all aspects of the RFP and
the proposal submitted shall be binding if the proposal is selected and a
Contract awarded.

A statement that the Proposer agrees to provide the County with any
other information that the County determines is necessary for an accurate
determination of the Proposer’s ability to perform services as proposed.

A statement that the prospective Contractor, if selected, will comply with
all applicable rules, laws, and regulations.

A list of Former County Officials (as defined in Section VII) affiliated with
the organization. If none, so state.

4. Proposal Description - A detailed description of the proposal being made.

a.

Proposal should address, but is not limited to, all items in Section 1V,
Paragraph D - Program Description.

Proposal should include the following:

1) Brief synopsis of the Proposer’'s understanding of the County’s
needs and how the Proposer plans to meet these needs. This
should provide a broad understanding of the Proposer’s entire
proposal.

2) Narrative description of the proposed plan to achieve the program
objective and requirements.

3) Detailed plan of activities.

4) Explanation on how the Proposer will meet any Program
Considerations as required.

5) Milestone and deliverable charts, as applicable.
6) Explanation of any assumptions and/or constraints.

5. Statement of Experience - Include the following in this section of the proposal:

a.

Business name of the prospective Contractor and legal entity such as
corporation, partnership, etc.

Number of years the prospective Contractor has been in business under
the present business name, as well as related prior business names.

A statement that the prospective Contractor has a demonstrated capacity
to perform the required services.

List any applicable licenses or permits presently held and indicate ability
to obtain any additional licenses or permits that may be required.
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e.

A statement that the Proposer has an organization that is adequately
staffed and trained to perform the required services or demonstrate the
capability for recruiting such staff.

Experience of principal individuals of the prospective Contractor's present
organization in the areas of financial and management responsibility,
including names of principal individuals, current position or office and their
years of service experience, including capacity, magnitude and type of
work.

With respect to contracts completed during the last five years, which
involve similar type projects, show for each such contract:

1) Date of completion and duration of each contract.

2) Type of service.

3) Total dollar amount contracted for and amount received.
4) Location of area served.

5) Name and address of agency with which contracted and agency
person administering the contract.

6) If none, so state.

If any contract was terminated prior to the original termination date during
the last five years, show for each contract:

1) Date of termination and duration of each contract.

2) Type of service.

3) Total dollar amount contracted for and amount received.
4) Location of area served.

5) Name and address of agency with which contracted and agency
person administering the contract.

6) Reason for termination.
7) If none, so state.

With respect to contracts currently in effect, show the following for each
such contract:

1) Date due for completion and duration of contract.
2) Type of service.

3) Total contract amount.

4) Location of area served.

5) Name and address of agency with which the organization is
currently contracting and agency person administering the
contract.

6) If none, so state.
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J- Controlling interest in any other firms providing equivalent or similar
services. If none, so state.

k. Financial interest in other lines of business. If none, so state.

l. Pending litigation, involving prospective Contractor or any officers,
employees, and/or consultants thereof, in connection with contracts. If
none, so state.

m. Convictions or adverse court rulings involving fraud and/or related acts of
all officers, consultants, and employees. If none, so state.

n. A statement that the Proposer does not have any commitments or
potential commitments which may impact on the Proposer’s assets, lines
of credit, guarantor letters, or ability to perform the Contract.

6. Subcontractor Information - If a Proposer plans to subcontract any portion of the
service delivery described in the RFP, include a written justification for
subcontracting. Attach a statement from each subcontractor, signed by a duly
authorized officer, employee, or agent of the organization/firm, that includes the
name and address of the organization/firm, type of work to be performed,
percentage of the total work of the proposal. Statement must also include that
the subcontractor will perform all work as indicated and will comply with all items
as described herein. This information will be used to determine the potential
responsibility of the Proposer.

Any subcontract entered into by the Contractor shall be subject to the applicable
requirements of CDSS MPP Division 23, Section 604, and the Contractor shall
be responsible for performance of the subcontractor.

7. Audited financial statements - Such statements shall be the most recent and
complete audited financial statement available and shall be for a fiscal period not
more than eighteen (18) months old at time of submission. The financial
statements shall be prepared by an independent, certified public accountant. If
the audit is of a parent firm, the parent firm shall be party to the Contract.
Individuals who are personally performing the contracted services and
governmental agencies are exempt from this requirement.

In accordance with CDSS MPP Section 23-610(L), submit the most recent and
complete three annual audited financial statements; the most recent must be
completed within the past 18 months. If the business has been in existence for
less than three years, provide the most recent statements. These statements
shall be by an independent, certified public accountant.

In accordance with CDSS MPP Section 23-610(m), submit an unaudited
financial statement to cover the period from the last audited statement to
present, ending no more than 120 days prior to the date of submission of this
proposal.

Although it is in the best interest of the Proposer to submit audited financial
statements, a compilation of financial statements will be accepted. Compilations
must follow same provisions as audited financial statements stated in this RFP.
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XIl.

C.

Submit an agreement to the right of the County, State and federal governments
to audit the prospective Contractor’s financial and other records.

Insurance - Submit evidence of ability to obtain insurance in the amounts and
coverages stated in Section V, Paragraph B - Indemnification and Insurance
Requirements.

Budget Summary — It is anticipated that any Contract(s) awarded will be fixed
payment contract(s). Submit Budget Summary (Attachment A) for cost analysis
purposes.

PROPOSAL EVALUATION AND SELECTION

Evaluation Process

All proposals will be subject to a standard review process developed by County. A
primary consideration shall be the effectiveness of the agency or organization in the
delivery of comparable or related services based on demonstrated performance.

Evaluation Criteria

1.

Initial Review - All proposals will be initially evaluated to determine if they meet
the following minimum requirements:

a. The proposal must be complete, in the required format, and be in
compliance with all the requirements of this RFP.

b. Prospective contractors must meet the requirements as stated in the
Minimum Proposer Requirements as outlined in Section |, Paragraph B.

Failure to meet all of these requirements may result in a rejected proposal. No
proposal shall be rejected, however, if it contains a minor irregularity, defect or
variation if the irregularity, defect or variation is considered by the County to be
immaterial or inconsequential. In such cases the Proposer will be notified of the
deficiency in the proposal and given an opportunity to correct the irregularity,
defect or variation or the County may elect to waive the deficiency and accept
the proposal.

Evaluation - Proposals meeting the above requirements will be evaluated on the
basis of the following criteria:

a. Cost.

Administrative Capability/Financial Stability.
Previous Experience.

Program Design.

®© 2 0 T

Ability to provide service in a timely manner.

Selection will be based on determination of which proposal will best meet the
needs of the County and the requirements of this RFP.

Contract Award

Contract(s) will be awarded based on a competitive selection of proposals received.
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The contents of the proposal of the successful Proposer will become contractual
obligations and failure to accept these obligations in a contractual agreement may result
in cancellation of the award.

D. Protests

Proposers may protest the recommended award, provided the protest is in writing,
contains the RFP number, is delivered to the address listed in Section |, Paragraph D
of this RFP, and submitted within ten (10) calendar days of the date on the
notification of intent to award.

Grounds for a protest are that the County failed to follow the selection procedures
and adhere to requirements specified in the RFP or any addenda or amendments;
there has been a violation of conflict of interest as provided by California Government
Code Section 87100 et seq.; or violation of State or Federal law. Protests will not be
accepted on any other grounds. In event of a protest, all protests will be handled by
a panel designated by the Assistant County Administrator - Human Services System,
Carol L. Anselmi, or her successor.

The County will consider only those specific issues addressed in the written protest.
A written response will be directed to the protesting Proposer within fourteen (14)
calendar days of receipt of the protest, advising of the decision with regard to the
protest and the basis for the decision.

E. Final Approval

Any Contract(s) resulting from this RFP will be awarded by final approval of the San
Bernardino County Board of Supervisors.
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PROGRAM COSTS

PROGRAM BUDGET
VITAL RECORDS
July 1, 2004~ June 30, 2005

List only those items of cost which are chargeable, in whole or part, to the program

A. Salaries and Benefits

@)

2

Attachment A

©)

COST ITEM

TOTAL COST TO
THE ORGANIZATION

PERCENT CHARGED
TO GRANT

TOTAL COST
TO GRANT

1

Job Title:

Salary:

Benefits:

2.

Job Title:

Salary:

Benefits:

3.

Job Title:

Salary:

Benefits:

4.

Job Title:

Salary:

Benefits:

5.

Job Title:

Salary:

Benefits:

SUBTOTALS

B. Administrative Costs

€))

2
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(4)

TOTAL COST TO
THE ORGANIZATION

PERCENT CHARGED
TO GRANT

TOTAL COST
TO GRANT
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